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Entry

Or anization: Brevard Community College

Proy» ¢ Director: Marilyn J. VanderLugt

Expenditures: ’ The final expenditure report is being

forwarded to thé State of Florida, DOE,
in late Octoher 1984,
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Project Number: 052-1514-4-3N31
ABSTRACT

Displaced Homemakers (DH) entering the work force and women entering
non-traditional careers are in need of special assistance and support.
Women generally are not aware of the advantages and opportunities in
non-traditional (NT) careers. To meet these needs, this project carried
out outreach activities to the targeted group, disseminated information
about services, organized and presented workshops, praovided referral
services, experimented with job-finding methods designed by Richard
Bolles and a Job Club method developed by Nathan H. Azrin and collected
data about women's attitudes and awareness towa, 4 NT careers.

The findings support the use of all of the strategies that were imple-
mented with Job Club highlighted as a significant strategy in helping
displaced homemakers find employment. The study of women's attitudes
and openness to exploratie:i of non-traditional careers showed a continu-
ing lack of awareness  and readiness to look at them as suitable career
choices. Because of their vulnerability, DH continue to need support
through their transition from full-time homemaker to student/worker.
Women at Brevard Community College in non-traditional training do not
seem to need placement assistance. The few- graduates who respond to
offers for help seem to be psychologically unprepared to vork because of
pressing personal or familv concerns.

Qutreach to the community resulted 11 1766 persons being contacted. Of
that number, 675 received direct services. These groups included Job
Club members, professional contacts, WENDI and SWAP classes, seminar and
workshop attendees, community groups, and telephone inquiries. A total
of 8340 women were reached by mailings that advertised a seminar or
workshop. Cards and letters were also mailed to BCC students in NT
programs to offer the services of the TRACE grant.

A measurable outcome of this activity is the 95 women who were placed in
employment or an educational program. (See Appendix A.)

5]
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Recommendations from the project include developing a booklet with in-
formation, about training opportunities for and self-evaluation related
te non-traditional career opportunities; early identification of DH
under 35 and women open to NT careers in career development classes at
BCC to form a working group; close collaboration with indugtrial and
technical division faculty and their femaie students; a folldw-up study
of BCC non-traditional graduates to see if they are finding jobs in
their chosen field; a major workshop to highiight non-traditional ca-
reers for DH and high school students plus separate workshop for junior
high students; a workshop for displaced homemakers with specialized
sessions on the stages of grief, overcoming anger, leaving depression
behind, and finding appropriate child care.

INTRODUCTION

From early August 1983 through August 31, 1984, a counselor/placement
specialist Sandra G. Keene worked to implement the goals of the "Transi-
tion, Retraining and Change for Entry" (TRACE) grant. (Because BCC
closed for July in both 1983 and 1984, this grant period is twelve
months.) The goals were to provide counseling and/or group support for
single heads of household or persons entering non-traditional employment
and to provide placement services for the target group. The third goal
was to disseminate infoiration about the value of and opportunites in
non-traditional careers especially for women.

In achieving these goals, sﬁatistics gathered in the 1980 census were
underlying issues. These statistics were compiled by the League of
Women Voters and were printed in the Star Advocate in November 1983.

Two out of three adults in poverty are women.
75 percent of the poor are women and children.

wWhen a family breaks up, the usual result is that the man becomes single
and the woman becomes a "single mother."

One-half of all children in the country whose mothers must work, can
find no licensed child care.

74 percent of all fathers default in the first year of court-ordered
child support.

45 percent of mothers with children under the age of six are working
and 11 million children under 13 have no care while their parents
work.

Although there are more than 44 million women in the paid labor

force, 80 percent are restricted to just 20 of the 420 listed occu-
pational categories.
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Women who work outside the home earn on tl.e average only 59 cents
to a man's dollar.?

To achieve the goals of the project, three major thrusts were carried
out. They are:

I. Outreach, Recruitment and Awarness Development
I1. Intake, One-to-One Counseling, Referral, Support and Follow-Up
111. Employment, Employability Skills, Job Club and Workshops

An ongoing commitment in carrying out these three interrelated projects
was to test the theories of Nathan Azrin that finding a job required
basic skills. He writes as he describes the Job Clubs in which he did
his research:

"The job-seekers were shown how to make maximum use of their
friends, how to schedule their time, ask for an interview,
prepare a resume, discover unpublicized job openings==in
short, how to make the job search a step-by-step program,
from deciding on what kind of job to look for, right on
through making a good showing at the job interviews."2

Because displaced homemakers have frequently been isolated, are in need
of support and have common needs, the Job Club method was selected. A
goal was set to test the model. In addition, Richard Bolles' work
suggests that identifying transferable skills and relating them to new
careers is a way to sell an employer on hiring you and more importantly,
defining what you would enjoy doing.® This concept was added to the
Azrin model.

Another goal was to test women's openness to non-traditional careers
through the questionnaire method suggested in Time for a Change: A
Woman's Guide to Non-traditional Occupations.?

The following sections highlight the methods used in the project and the
findings. An analysis of the findings leads to conclusions and recom-
mendations related to each of the major components.

1"The Feminization of Poverty," The Star Advocate, November 9, 1984,
p. 4A.

2Natiian H. Azrin and Victoria Besalel, Finding a Job (Berkley, Ten Speed
Press, 1982), p. 8.

38017es, Richard, What Color is Your Parachute? (Berkley, Ten Speed
Press, 1982), pp. 123-129.

4Cauley, Constance Drake, Time for a Change: A Woman's Guide to Non-
Traditional Occupations (Tulsa, Ellis Assoc., Inc., 1981), pp. 5-6.
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OUTREACH, RECRUITMENT and\BWARENESS DEVELOPMENT

To develop referral sources and to f)nd the clients who need help,
outreach to the professional community, as well as’'contacts throughout
the c¢nllege community, were accomplished through personal contacts,
phone calls, letters, speaking engagements and the mailing of brochures.
To better promote the goals of the grant, two TRACE brochures were
designed with the help of the College Relations Department (Appendix C).
Ore or more brochures were maiied with all correspondence from this
office. The brochures were handed out at meetings, in classes, work-
shops and at professional gatherings, e.g., The Commission on the Status
of Women meeting. The second brochure, "TRACE Presents Job Seekers
Club" was delivered in bulk to many places. After only three months in
print, 500 had been distributed. Some of the places that received
quantities of these brochures are: Wuesthoff Hospital, Social Services
Department, Brevard Human Services Association, county libraries (4),
Job Services of Florida (four offices), Legal Aid Society, .Women's
Center of Melbourne, and Rep. Winston Gardner's office.

Classroom Presentations at BCC for Awareness Development

The brochure, "What's A Nice Girl Like You...," which highlights NT
training at BCC, last published three years ago, did not accurately
reflect the current fees or curriculum. With cooperation from the
Vocational and Technical Divisions and the College Relations Department,
the brochure was updated to be distributed to all WENDI and SWAP classes
(Appendix D). It was also handed out to all female students (age 13-18)
who attended workshops or toured BCC vocational classes.

To increase the awareness of the opportunities and advantages of non-
traditional occupations, presentations were given to the 133 women
enrolled in Women's Educational Development Incentive (WENDI) classes
and the 12 women in the Supported Work Assistance Program (SWAP).

Whenever possible, the film "Deal Me In" was shown to stimulate discus-
sion. These presentations also included 1labor market information,
projected occupational. growth, wage comparison charts and business,
industry, and population growth indicators. Each presentation included
"hand-out" materials and stressed the resources of the BCC Career Cen-
ters on three campuses (Appendices E 1-3). TRACE grant information and
"What's a Nice Girl Like You" was given to each participant.

Questionnaire

One hundred forty-six (146) Opinion Surveys were given in WENDI and SWAP
classes to measure their awareness development of NT careers. Because
attitude is so important in studying women's openness to NT careers, the
study was begun to find patterns among women attending Vocational Readi-
ness/Job Preparation course offered by the Women's Educational Develop-
ment Incentive (WENDI) program at Brevard Community College.
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Findings

The awareness inventories show they had very strong sex stereotyping
attitudes prior to the 2-hour classroom presentation. (See Appendix H.)

The following is taken from a ¢ mpling of 42 WENDI students.

They also indicate that the women have seldom considered an NT career
for themsclves. Only five women in 42 sampled had seriously considered
an NT as an occupational option. Qnly four out of “2 had thought about
her own talents and interests that would match an NT career.

It was observed but not documented that youngey age groupings of women
are less likely to sex-stereotype NT occupations. However, age was not
indicated in the survey. '

Recommendations

Next year we would like to be able to spend more classroom time on this
topic. If the women themselves are not ready to test out NT careers,
they may at least give their daughters/sisters support if they choose
NT. Expanded awareness of career opportunities is especially important
for the female head-of-household. Another recommendation is that a
self-contained booklet be developed using materials gathered this year
to help women explore their attitudes toward NT and to look at their
options realistically.

Workshops

Public school students in grades 8-12 have been visiting the campus this
spring. Following "Explore: Women Working in the 80's," the seminar
sponsored by TRACE, the ~ooperative venture between the locai schools
and BCC has continued. The younger students' response to their day on
the BCC campus has been so positive that the counselors for several
additional middle and junior high schools have arranged to have students
spend part of the day on the campus. They come by bus and visit the
various vocational programs offered here, learning about careers and the
opportunities for training at BCC.

Methodology

Career Opportunities and Training programs at BCC are presented by aca-
demic counselors and a BCC student panel. Discussions, movies and
"handouts" are used to give a broad overview of the facilities and
programs avaijlable at BCC. The students are then given a tour of the
campus, which includes: the Career Center, the Allied Health Depart-
ment, and the Vocational Technical shop areas. The students are able to
go into the "Labs" and talk with instructors and students. We have made
a short presentation to three groups of students (total students served
26). Handout materials included the brochure "What's a Nice Girl Like
You."
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Findings

The college students' panel discussion and question and answer period is
often the younger students' favorite activity. This group of young stu-
dents 1is being introduced to employment, education ond the world of
work. Junior high schenl students are an especially interesting target
group since they are at a crucial point in deciding to push math and
science or lay back and take whatever easy way is available. We are
particularly hopeful -to impact minority students' career choires since
they continue to look at narrow career options, especially child care,
secretarial, or helping professions.

Recommendations .

More time could be devoted to outreach to the 13-15 year old age groups.
The counselors in the schools are interested in expanding rooperative
ventures with BCC to give students greater career awarzness.

Methodology

Publicity for the seminar "Explore: Women Working in the '80's" (Appen-
dices F 3-4) included a newspaper article from the local paper (circula-
tion 65,000) and a mailing list of 4100 WENDI (Women's Educational
Development Incentive). The letter, inviting students from the public
schools was sent to 66 counse]ors\and occupational specialists. The
letters were followed by a second letter giving more details. An addi-

\ tional phone call was made to every school. :
The Voc-Tech Student Panel was made up of five women from the welding,
small engines repair, cabinet making, drafting and engineering tech-
nology classes. The instructors were cooperative in allowing their
students to be out of class. The students cam¢ from class (dressed in
their work clothes) and brought with them some tools or equipment they
use each day in the shop. The array of welder's helmet, dishwasher
motor, blueprint paper and hand sander made an interesting point to the
presentation. (Appendix F 1, page 2).

The presentation entitled "Equal Opportunities - Unequal Wages." It

highlighted labor market information and compared wages in the Tradi-
tional Occupations with those ir the Non-traditional Occupations. The
NT women shared the stage with me. When this presentation was com-

pleted, many students in the aud1ence came up to talk with the BCC

students. Cooperat'on and assistance in present1ng the program was

tiven by 34 BCC staff members. The mature women's panel representing
the "world of work"” in industry, technology, sales, and business were
all doing non-traditional occupations and were a great inspiration,

especially to the women present who were not of school age.

Findings

There have never been so many students present at a seminar on the
campus. This is the fourth year the Non-Traditional Occupations Seminar
for Women has been held. This was the first time that the 13-15 year
old age group had been invited. The most enthusiastic group attending
was the 115 students who came from that age group.
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Publicity following the seminar was excellent (see Appendix F2). It was
a prominent feature in the TODAY newspaper. Evaluations show that women
of similar age identify with each other most effectively and that role
models are very potent for emulation and learning. High school students
want to have more time to visit with the BCC students about their
classes. Others weve interested in the women's panel (Appendix G).

Recommendations

The program next year will be especially designed to serve the needs of
the 13-18 year olds. This group responded so favorably to the BCC
student models that more interaction between the two student groups will
be planned.

Workshops at Country Acres

Another opportunity to teach career awareness and job finding skills was
of fered by the director of the HRS facility, Country Acres, a youth care
facility for disadvantaged youth. This 2-part program emphasized voca-
tional and technical programs offered at BCC.and featured brochures from
each department. Non-traditional occupations”for women were explained
and encouraged and much discussion was generated by this topic. The
youth were also interested in the Student Loan Program.

The Bolles' Model was used to teach career decision-making skills. The
program was designed so that everyone would move around the room; rest-
less teenagers were agreeable. Each youth was given an opportunity to
be the center of attention briefly by explaining his/her preferences.

The second evening each one received a computer print-out from Florida
Job Services and learned how to read the current listings of jobs avail-
able. This stimulated a discussion of wages and education levels.

Analysis and Recommendations

This group of '"disadvantaged" youth are in need of individual help in
making career choices. Often they are not doing well in school and are
most vulnerable to '"dropping out" of school. Continuation of the out-
reach at this facility twice a year (youth population changes there
often) is important. Including an academic cnunselor and a financial
aid counselor in the presentations would be a useful addition.

1

Other Qutreach

Another opportunity to implement career awareness in the adult community
was offered the TRACE counselor as a member of the planning committee
for the workshop "How to Make a Successful Career Change." Other mem-
bers of the committee represented the University of Central Florida,
U.S. Department of Labor, Patrick AFB, U.S. Small Business Adninistra-
tion and the Cocoa Beach Area Chamber of Commerce. The committee for
the workshop brought representatives to the campus who talked about
opportunities in their fields. Representatives were present from the
following areas: small business ownership, insurance, law, accounting,
banking, manufacturing, retail sales, and engineering.

840618/dg227a -7-




Apprenticeship Program - Actign

The Apprenticeship programs are not as well established as we had hoped.
A large amount of time and attention has ceiitered around this program
and these efforts have not been productive for placing any TRACE cli-
ents. We have contacted instructors on various occasions--by phone, in
person and via letters to the Vocational instructors; John Mangus,
Chairman, Vocational Division. The viespoint of some instructors in the
Vocat1ona] Department is that the ﬁpprent1ce;h1p Program is in competi-
tion with the College. Enrollment is a serious issue as.long as our
classes are not full. ‘

Ellen Hone, the Appf%nticeship P~ogram Representative, ha  come to the
campus twice to advertise this program to faculty or students. She has
assisted with eight individual clients.

Recommendations

Based on no female placements by TRACE, we recommend less involvement
with this program unless there is a we]] estab]1ahed program with open-
ings for app]1carts

The va]uab]e aspects of this program will not be ignored and plans for
next year's NTO seminar include a role model who is currently enrolled
in an apprenticeship program. The amount of energy used this year will
be spent developing closer association with women enro]]ea in Voca-
tional/Technical training.

INTAKE, ONE-TO-ONE COUNSELING, REFERRAL AND FOLLOW-UP

Displaced homemakers and nontraditional career seekers are clients who
needed and received one~to-one counseling time in this grant year. A
profile of the 42 who were given intensive service from October - Febru-
ary 1984 was documented. This summary represents work done in this
intake interview.

*
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Summary of Services fer 42 Clients (Appendices I and K)
October 1983 - February 1984
Initial Intake

PROFILE OF 42 CLIENTS: ASSESSMENT AT TIME OF INTAKE
~ NEEDS OF CLIENTS:

Ages: _13 Information: Occupational
20-30 _11 30-40 24 40-50 5 _18 Training/Education
56+ 2 : _13 Occupational

Marital Status: __1 Vocational (currently
Divorced 27 Widowed _3 Married 7 enrolled

Single 2 _17 Prevocational

Head of Hsehold. with Dep. Child. _20 5 Other

Ages of Children:

Preschool 26 5-12 yr. 25 COUNSELING:

13-18 yr. _18 Total: 89 _24  Occupational
Employed: _23 Educational

No 23 Part-time 9 Full-time 5_ _25 Personal Concerns

Student at BCC 9 =
Plan to enroll BCC 9 ASSESSMENT ("testing"):

Plan to enroll in NT training 2_ _12 Given here listed on Intake
Plan to enroll other 8 __ 7 Given elsewhere
Referred by WENDI program 13 . ASSISTANCE WITH JOR
Referrec by other 18 HUNTING TECHNIQUES:
WENDI student now 6 formerly 2 _11 Resume
4 Interviewing
Occupational Interest: _13 Job Leads
Traditional 17 _9 Referral
Non-traditional 9 22 Job Club
Undecided _16 __8 Other
REFERRALS:
_ 5 Adm.
_4 Fin. Aides
9 College Counselor/Advisor
_13 WENDI Program
_27 Job Services of Florida
__6_ Other

Of special interest are the number of children especially pre-school,
the number who were referred to Job Services of Florida, and the number
who needed counseling for education, career choice and personal.
concerns.

Methodology

During the initial intake, client needs are clarified and prioritized.
Depending on the needs of the client, she is referred to a Vocational
Readiness/Job Preparation 6-week/90-hour course where she will receive
comprehensive career services and extensive work in raising self-
confidence. Because ¢ 1olarships are available, no woman is excluded
because she does not have the money for the course fee. Severe ecohomic
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problems that demand she work immediately are more likely to keep her
from attending. Career Center usage is explored. On each campus inter-
est, aptitude, and personality assessment are available. One or more

counselors have been identified at each campus as being particularly

sensitive to the needs of the displaced homemakers.

The displaced homemaker under 35 usually has the following characteris-
tics: children under 8 years old, little or no access to a car, and

Timited job skills and education. In some cases to compensate, tele-
phone counseling is substituted for face-to-face. She frequently will
make an appdintment and then cancel. Referrals to community resources
are usually the extent of service in these situations. As the pattern
of giving information by telephone, making of an appointment, not show-
ing for the appointment evolved, we decided to do a more extensive

intake on the telephone so that there was enough information to follow
up on the women.

With the extensive economic, child care and self-concept problems, it is
important to give encouragement, help in setting achievable goals and
the ijnvitation to come back until you are enrolled in college or
“launched into a career."

Job Club is a frequent recommendation. The young DH seems to have
greater resiliency and moves on more quickly than her older counterpart,
who may get stuck in her depression. Some of the women have serious and
persistent personal problems; they are referred to counseling and mental
health centers. However, whatever her age, we expect that any woman who
has been left needs to come to terms with her anger, depression, guilt,
and feelings of isolation. Many go through at least one or two of the
grief stages as we work with them. '

Artie Williams from the Commission on the Status of Women said in speak-
ing of the "feminization of poverty":

"It has been the experience of every program serving the
employment needs of women that there are four critical
issues responsible for the feminization of poverty. They
are:
Increased marital disruption in society
Inadequate benefits and support services for working
mothers :
Continuing barriers to employment opportunities for
female workers
Low earnings for working women'5

Recommendation

Because these characteristics plus the predictable stages of grief are
common to almost every woman, it is recommended that a workshop to help

5"The Feminization of Poverty," The Star Advccate, November 9, 1983,
p. 4A.
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women understand their feelings and pain be presented to reach new women
in need of help, to continue to raise public awareness of the serious-
ness of the problem and to aid the women currently in our client pool.

Also there is a need to continue and develop linkages to influence
increased funding for subsidized day care.

Follow Up

Follow-up procedures are done over the phone and by letter (Appen-
dices M 2 and 3). A volunteer in the Career Center calls new clients
and women who are part of Job Club. Increased attendance at Job Club is
a direct result of these phone calls. There is a lot of peer counseling
done over the phone by our loving volunteers. [he names of those on the
calling 1ist are not removed until the woman has been placed in a job or
training.

Analysis

It is not possible for all TRACE clients to come to Job Club because
they cannot get child care or-lack transportation. Some women reguest
that their names be dropped from the calling list. Phones are often
disconnect.ed and letters of inquiry returned, and we lose track of the
client.

Letters are sent to BCC graduates in NT programs (Appendix M 5). Spe-
cial programs are offered to assist them with their job search. One-to-
one counseling, Job Club, and workshops are offered. There is very
little response; 5% of questionnaires are returned.

The message to every client is: We will help you reach success if you
are willing to work for it. TRACE offers you a partnership and commit-
ment to your success.

Recommendation

Organize a follow up by telephone to our NT graduates with the goal of

finding if they are employed in their field. If they are not, what help
from TRACE would be beneficial? Continuation of telephone contacts with
unplaced DH is vital. ’

EMPLOYMENT, EMPLOYABILITY SKILLS, JOB CLUB AND WORKSHOPS

Job Finding Workshop

A special outreach to women graduating in non-traditional (technical)
training was designed and co-led as a 2-part workshop. The two parts
were "How to Write a Resume" and "How to Have a Successful Job
Interview."

840622/dg227a -11-




Methodo]ogg

Each department chairman and division counselor was contacted to inform
them of this and enlist their assistance in promoting it among students
and faculty. A1l women graduating were contacted by letter (23 sent)
(Appendx M 5). The first meeting: Resume writing was discussed, taught
and practiced. Each student received individualized assistance from one
of the co-leaders. This was especially helpful because the technical
writing course does not have a resume format that is current (market-
able). The second session was devoted to interviewing skills. The
handouts (see Appendices L 5, 6 and 7) stimulated discussion and some
mock interviews were held. A videotape was also used as a teaching
tool. '

Recommendation

More time needs to be devoted to assistance to BCC students. Resume
writing needs to be updated by the instructor in the Business Department
and TRACE influence may be effective in accomplisning that. A job-
finding course could be offered-at BCC for credit. The idea is started
and needs inore time and effort next year.

JOB SEEKERS CLUB
Introduction

The goal of Job Seekers Club is employment for two groups of women who
need special assistance in overcoming barriers to employment. Job
Seekers Club serves displaced homemakers and/or women seeking entry into
non-traditional occupations.

Methodology

The Job Seekers Club uses an educational/self-help or 'peer counseling
format." It is led by one or more staff members. The service objec-
tives are to help members* "to define self, clarify skills and inter-
ests, prioritize objectives, participate in goal setting, be willing to
give and accept peer counseling, and learn and practice job finding

skills." These objectives are enhanced by a supportive peer group.

The purpose is to motivate and educate members into specific behaviors
that lead to employment. Members benefit by a structure that includes
individual assignments and short-term goals. Job Club members set
weekly goals; if they have difficulty setting a goal, they are given an
assignment related to their overall goal: employment. A guest speaker
is invited each month to maintain interest and to draw on the experience
of the rollege and business community so the women have access to a
variety of points of view (Appendix N).

*Members refers to women who attend.

840622/dg227a -12-




The unexpected benefit of this modified "Azrin approach"® is the pres-
ence of happy faces doing serious work. The conviviality among staff
(co-leaders) and peers is contagious. This light-hearted manner and
relaxed atmosphere with the group is productive and gives encouragement.
Each week someone is asked to share a "Success Story" and the group
cheers and claps after the stery has been told.

The 2-hour format is open-onced and flexible. The goal remains the sime
for all: overcoming barriers and obtaining employment. The atmospnere
necds to be conducive to helpful interaction and maintenance of a high
trust level. The leadership of the group is the responsibility of staff
who recognize the value of self-disclosure, feedback, and suggestions

and interaction between peers. A staff member directs/ facilitates the
group process. Co-leadership has been most effective in 1984. AN HRS
Displaced Homemaker staff member is the team member. Clients from both
programs attend.

The members are actively seeking employment or training for employabil-
ity and willing to attend weekly meetings until employed or enrolled in
an educational program. Each member has a personal file folder contain-
ing information, worksheet;, and handout materials. These folders are
brought to each meeting (Appendices L 1-8).

The following expectations are outlined with participants:

1. Agree to the pi...osophy of the staff

"If you'll work, we'll help”

Contracti for regular attendance

Fill out a worksheet to measure progress each week
Individualize their goals down to a daily plan

Go over "ruedblock" (barriers to employment)

Cheer for achieving goals (Appendix L 1)

[oa BN &3 IS RN OV I A

Although the methodology differs somewhat, the Azrin research, which
emphasizes that there are jobfinding skills which if learned will lead
to employment, is followed. His principles and research are taught to
reinforce motivation and develop skill. The book Finding a Job is used
in each meeting and members may borrow a copy.

Findings

Job Seekers Club works much more quickly for women who have attended the
6-week \'ocational Readiness/Job Preparation WENDI course. However, that
is often not available or a luxury not permitted by financial hardships

(urgent need for employment).

The women who have difficulty becoming employed or attend more than four
consecutive meetings usually are in the process of transferring their
role identity from homemaker to employed worker. This psychological
transition as researched by Detting, Cole and Miller (see Appendix L 2)
fits the dynamics we see among those who attend over a longer time. Job

“pzrin, op. cit., p. 6.

840622/dg227a -13-
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Club is designed to meet the needs as outlined in the first four stages
of the "Hierarchy of Work Adjustment" as outlined by Detting, Cole &
Miller.

A balance between interesting speakers, learning and practicing job-
finding skills, and personalizing the learning with individual goals
works well. Calling to remind members of the meeting each week provides
contact and is a gentle reminder of the agreement to attend for women
who easily slip to depression and withdrawal.

Between January 1984 and June 1984 Job Club had served &27 participants;
the number of service hours was 1046. Attendance varied during that
period from 2 to 19 at one meeting. During the month of March, 25 women
attended meetings; during the 4-week period, 17 of those 25 became
employed. These kinds of positive results encourage those who attend,
as well as the staff.

Recommendations

Job Seekers Club be continued.
A1l clients be referred to Job Seekers Club at the time of intake.

Their attendance is a clear indication their motivation to find emp]oy—
ment and ongoing step-by~step job finding is key.

840622/dg227a -14-




Summary of Statistics
TRACE
Placements and Contacts

Number placed in jobs
included NT and DH of any age until Nov. 15
and DH under 35 after Nov. 15
(documented NT jobs - 10)

Number placed in education or training

Total Placements

Number of companies contacted by phone or letter

Number of clients seen in office (for one-to-one
counseling)

Number reached by mass mailings

Number of Tetters to:
BCC NT students (outreach)
Clients (follow up)

Number of phone calls:
with clients
with professionals
to Job Clu clients by volunteers for
follow up for employment
15 calls/week x 24 weeks

Total Outreach:

Job Club (clients)

WENDI and SWAP classes and NT workshops
Seminars and Workshops

Faculty - Community Groups

Professional Contacts

Telephone Inquiries

Total Persons Contacted

840618/dg227a -15~
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51

44

95
56

178
8340
200
108
308
680
980

360
2020

125
146
399 670

555
418
118 1091

1761
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TRACE is a grant to the Brevard Community !
College from the Florida Department of
Education / Vocational Division / Equity to -
assist persons entering employment.

FOR WOMEN

THE GRANT OFFERS:

o Assistarce to Displaced Homemakers and
those seeking Non-Traditional careers .

¢ [ndividual counseling

* Job Seekers Club

* Placement services for graduating students
in non-traditional careers .d displaced

homemakers

¢ [iason with business and industry




" JOB SEEKERS CLUB offers:

EMPLOYABILITY SKILLS TRAINING

FOR EMPLOYERS

THE GRANT OFFERS in cooperation with * Resume writing

Brevard County employers to: ’ . terview techniques

d v e Job-tinding skills
o Help provide access to trained and qualified

men and women in non-traditional career

o Job marhat information
fields to meet business and industry needs ’

e Outreach and awareness development for
i opportunities : » non-traditional careers
¢ Assist employers in meeting Equal Employ-

ment Opportunity and Affirmative Action * Career exploration

goals
® Assistance into tra: uing at BCC

A PLACE TO SHARE

e Provide linkage between Brevard Commun-
} ity College and Brevard business and in-

. e That is warm and friendly
dustry by keeping current with job market

trends e To discover mutual interests with other
women seeking employment
| Provide liason between students and the e To encourage and be encouraged by others
current tabor market in Brevard County in 4
helping them target their training and fu- ®* To find friendship and caring from other
ture goals to meet the needs of business | women and statf counseiors

A PLACE FOR YOU

e Provides counselor / placement specialist, f
o _ .
housed in BCC Career Center, to facilitate There are no dues or fees

working with employers, setting up inter- ,
®* Those who attend are encouraged to parti

cipate weekly until employment or training
e has been achieved

N BEST COFY 172 20g 23
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JOB SEEKERS SAY:

“l came to Job Seekers because talking to
others in a similiar situation glves me hope.
Together we can do something about our sit-
vation.”

‘I come for self-improvement possibilities
and new ideas."’

‘' wanted to see how other women are coping
with their lives, and to see what can be had in
the way of jobs."

'l like it because | receive new ideas and sup-
port toward looking for a job."

""We can lend each other moral support — we
can give each other advice and then benefit

from our experience (good & bad). i also
hope to hear of a job opportunity.”

'

"l like Job Seekers because you give me sup-
port and encouragement during a difficult
period of my life, also ideas in finding a job,.
and what not to do in looking for work."

"I am unhappy with the career |'ve-been in
and am exploring alternate careers. '
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' REVARD COMMUNITY COLLEGE
Maxwell C. King, President

BOARD OF TRUSTEES
Roger W. Dobson, Chairperson
Mrs. Irene H. Burnett, Vice Chairperson
Robert L. Nabors
Philip F. Nohrr
Ralph M. Williams, Jr.

Brevard Community College is an equal
opportunity fe. -of access institution.

FOR MORE INFORMATION CALL:
SANDRA G. KEENE

Counselor/Placement Driecialist

Brevard Community Cc''ege
1519 Cleariake Road
Cocoa, Florida 32922
632-1111, ext, 5521
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A grant to tha WENDI
Program {.om the Floride
Department of Education/
Vocational Division / Sex

entaring employment.

mopmﬁon with Brovard

County smployers to:

| © Melp provide access to trained and

quelified men and wumen in non-tradi-
tional carser fields to mest business
and industry nesds. .

e Assist employers in meeting Equel
Employment Opportunity and Affirms-
tive Action goals.

o Provide linkage between Brevard Com-
munity College and Brevard businuss
and industry by keeping current with
job market trends.

e Provide liaison between students and
the current labor market in Brevard
County in helping them target their
training and future goals to meet the
needs of business.

¢ Provides counselor/placemant spacialist
housed in BCC Career Center/Placement
Office to facilitate working with
empioyers, setting up interviews with
students, etc.

Equity to assist persons

3
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V
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‘e assistencs into training et BCC
» employability skills training —
< resumae writing
+ interview techniques
+ job finding skills
_ + job market information
. placsmont services for graduating students in
- non-traditional careers and displeced home-
%+ @ liaison with business and industr

WHAT IS A NON-TRADITIONAL CAREER?

' = Any occupation that has been thought of s
k only men's work or only women's work.

T w» An educational program that has a low per: "
' centage of one sex. or another enrolled. '

® .+ [Cxamples for- men are nursing, clerical .
occupations, cosmetology, bookkssping
and more.

« Examplas for women are drafters, elec-
tronic technicians, machinists, environ-
mental technicians, skillev trades end more.

FOR MORE INFORMATION CALL:

SANDRA G. KEENE
Counselor/Placement Specialist
Brevard Community College
1519 Clearlake Road
Cocoa, Florida 32922
6321111, ext. 5521
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Appendix D

Non-Traditional Careers at BCC

“what's a niee -
girl liRe you...

VOCATIONAL -- TECHNICAL
CAREER PROGRAMS FOR WOMEN
AT BREVARD COMMUNITY COLLEGE




Debbie works as an vlectrical appliance repairperson
like her brother . . . Suson opened her own auto service
garage . . . Leslie liked to work with her hands so she
became a carpenter and is helping to build houses. . .

Margie has an interest in how things operate so she
learned electronics.

These women have accepted the challenge of today's
world — they recognize no sex wuarriers and they're
working in technical and vocational jobs they do well
in and enjoy.

DO WHAT YOU DO WELL

Today's woman in technical and vocational fields en-
joys a sense of independence the job gives her. She
likes working with Iter hands in jobs that are new and
difterent. She isn‘t confined to a desk job in an office
... and she can often make more money than colleye
grads who are.

Theseare only a few of the many good reasons women
have for entering the so called non-traditional fields.

These fields offer bright employment opportunities
with a good future. The U.S. Department of Labor
lists the demand for trained auto mechanics as “'plen:
titul”, with lots of growth in the field still to come.
Salanes for skilled trade and technical workers with a
few years of experience are above average.

Experienced carpenters, electricians and pairiters are
in high demand during the construction season and
many warkers may eventually become self-employed.

Today more and more women are investigating all
typesof jobs. No longer is it considered unterninine to
be interested in a technical or occupational career, Wo-
men are discovering the opportunities offered by jobs
traditionally held by men and the number of women
attending technical vocational schools and colleges in
avariety of non-traditional fields is increasing.

Training is required to enter the skilled trades field.
Brevard Community College offers technical and voca-
tional occupatiunal programs and courses to give you
the skills and experience you need to enter your cho-
sen trade, '

Our instructors have traiaing and experience in their
fields and stress practical knov.ledge as weli as theory.
As a student, you will receive actual "hands-on"
training to allow you to solve real work problems
using tools and materials required on the job. Our
vocational programs require only courses directly re-
fated to your chosen field while our technical programs
offer total programs which earn you an Associate in
Science degree.

AFTER MY TRAINING ... THEN WHAT?

As you near completion of your training program,
BCC's placement offices and Women's Program ser-
vices can assist you in determining what jobs are
available.

We have strong business and industry contacts. Em-
ployers needing workers with specific skills are in con-
tact with BCC and we actively solicit employment for
our graduates. As & BCC graduate, youi chances of
getting a good job are increased. There has never been
a better time for the woman graduate in a technical
or vocational field — women have more opportunity
than ever before to be equally considered for employ-
ment in all fields.

Today, you can be anything you want. A wide variety
of courses in non-traditional tields is available to you
at BCC ... and a wide variety of technical and voca-
tional careers is available to you after your completion
of one of our programs.

HOW ABOUT PHYSICAL REQUIREMENTS?
Occupations such as carpentry, electricity, auto me-
chanics or welding may require lifting and carrying
equipment and materials, You may have to be able to
handie 50 pounds and a good deal of physical activity
may be required. Some work may also require you to
be outside in all types of weather.

You will probably be capable of meeting the physical
requirements but you should check out the require:
ments of any trade or career tield in which you're
interested.

GUARANTEE YOUR FUTURE

Having skills and a career is ane of the best investments
awoman can make, A short period of training can give
you litetime skills to increase your earning potential
and provide you with a satistying career.

Today 9 out of every 10 women work - the average
single woman will work for 45 years, and a married
woman is likely to spend 25 years in a job. Many
married women find two good incomes are necessaiy
with today's high rising cost of living. And, all women
need the ability to earn their own living should family
or living conditions change.

More and more, women are hecoming career wise i
order to prepare for the fullest use of their abilities
and interests,

Every woman owes it to herselt to have a skill even
she doesn’t enter the work force immediately. A skill
is @ yood investment which pays oft now and fater m
many important ways:

To fall back on should you have to work. Skilled
workers earn more than unskilled and many women
will eventually have to support themselves and their
families.

To do-it-yourself around the house. Non-traditional
skills help provide you with the traming to keep
vt house, car and appliances funcunmng. Labos
1s expensive and this can be a big savings.

To work for yourself at your convenience while you
raise a family. A full time career may not suit your
plansbutyou may want to bring in maney for “ex-
tras’ to supplement your income. Many workers in
non-traditional fields start their own businesses and
hecome self-employecl.

Tn develap your own personal potential - to put
your interests, ideas and talents to use to become
all you are :apable of being.

HOW DO | FIND OUT IF I'LL LIKEIT?

Find outall about the field in which you're interested.
Talk to you high school, college and women's coun-
selors, Also talk to people working in the field and em-
ployers to find out about the opportunities, salaries
and duties in a career in which you're interested.
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For further information about career possibilities and
about BCC prograins to train you for these careers,
eountact the Office of Continuing Education for
Women (WENDI) at §32-1111.

—— VOCATIONAL PROGRAMS

Approximately one year in length
Instruction: 24 hours weekly for 38 weeks

FOR INFORMATION CONTACT:
COLLEGEWIDE INDUSTRIAL DIVISION
632-1111, ext. 2610/2630

Air Conditioning & Refrigeration Mechanics
Automotive Machining
Automotive Mechanics
Building Construction

Cosmetology
Industrial Electricity
Machine Tools
Marine Engines
Ornamental Horticulture
Precision Sheet Metal
Radwo & Television Repair
$mall Gas Engines
Upholstery
Weiding

* 3 s 8 ¢ b oo se

Electromechanics' Assembly (as needed) ==

TECHNICAL PROGRAMS
Approximately two years in length

FOR INFORMATION CONTACT:
ADMISSIONS OFFICE ON EACH CAMPUS

Alr Conditioning & Sol!sr Technology
Blomedical Equipment Technology
Business Managesmant
Child Care Services
Computer Programming
Criminal Justice
Distribution & Marketing
Drafting Technology
Educational Technology
Elsctrical Technology
Electronic Technology
Environmental Contro! Technology
Fashion Merchandising
Food Services Mgmt.
indus. Supsrvision & Mgmt
Medical Laboratory Technology
Nursing
Oftice Technoiogy
Photography Techncliagy

b R ad |0l 0Qic Technology Rediogrephy ———J

Tachnicet v titing

. Brevard Community Coliege, in its third decade of

service to Brevard County, annually serves aver 34,500
community residents through its wide range of
courses and seminars.

Offering academic, technical, vocational and con
tinuing education programs and individual courses,
the College serves the students wishing to complete
their first two years of college and transfer to a senior
institution, or to acquire specific training to enter
their chosen occupation upon graduation or to
retrain, upgrade or develop new skills and interests.

In addition to the 15-building Cocoa Campus located
on Clearlake Road in Cocoa, The College also has a
Melbourne Campus at the corner of Post and Wickham
Roads in Melbourne, a Titusville Campus on North
U.S. 1 in Titusville and a Patrick Center located on
the Patrick Air Force Base in South Brevard.

Evening courses in academic, technical, vocational,
continuing education, and adult/community education
are also held in centers at Cocoa Beach, Satellite Beach,
Kennedy Space Center 'as well as other locations
throughout the county.

Brevard Community College is fully accredited by
the Southern Association of Secandary Schools and
Colleges.

IEERNWEREREREREEREEXEX X R XN IR NN

BREVARD COMMUNITY COLLEGE
Maxwell C. King, President

BOARD OF TRUSTEES
Roger W. Dabson, Chairperson
Mrs. Irene H. Burnett, Vice Chairperson
Rabert L. Nabors
Philip F. Nohrt
Ralph M. Williams, Jr.

Brevard Community College is an equal
opportunity/equal access institution.
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Percent
Growth

10!7"

0.
8O~
104~ '

605~
sof-

Alr-condftioning,
Refrigeration, &
Heating Mechanic

Central Office (phone)
Equipment Installer

Electric Sign Repalrer

Inspector (mfg.)

Instrument Maker

Local Transit Busdriver

local Truckdriver

Long-distance Truck-
driver

Photographic Labora-
tory Occupations

Physical Therapist Asst,

Plumber & Pipefitter

Surveyor & Surveying

Appliance Repairer

Auto Mechanic

Autu Parts Counter Worker

Building Custodian

Drafter

Electrician (construc.)

Farm Equipment Mechanic

Machine Tool Setup
Worker

Machinist

Millwright

Ophthalmic Laboratory
Technician

Police Officer

Power Truck Operator

Radlu & TV Announcer

Real Estate Agent/Broker

Rooter

Tovl-and-Die Maker

*PROJECTED GROWTH RATES
FOR SELECTED OCCUPATIONS

1978-1990

Auto Body Repairer
Automobile Pafnter
Computer Programmer

Engioncering & Science

Technician
Forestry Technician
Insulation Worker
Maintenance Electri-

clan

Medical Lab Technician

Medical fab Worker
Sheet-metal Worker
State Police Offfcer
Television & Radio
Service Technictan
Truck & Bus Mechantc

Lor Technician
Telephone & PBX
]UT_ Installer & Repafrer
0
10
t
Source: Bureau of Labor Statistics

Bartender
Cement Mason &
Terrazzo Worker
Cook/Chef
Correction Officer
Dispensing Optician
Digplay Worker
Floral Desaigner
Glazier (gonstruc.)
Iron Worker (orna-
mental)
Radiologic (X-ray)
Technician
Tilesetter
Welder

| BEST Copy UALABLE

Cashier

Dental Lab Technicfan

Electroencephalograph~
fc (EEG) Technologist
& Techniciun

Guard

Hotel Housekeeper &
Assistant

Insurance Claim Rep.

Occupational Therapy
Assistant

Operating Enginver
(construction machin-
ery operator)

Operating Room Technician

Optometric Assistant

_*Rate of groweh expected for all occupations - averape20.7%

Business Machlne
Repairer ~ 56,0%

Lomputer Service

Technician - 92.5%
Dental Hygienise -
85, 7%
Lithographer - 6}1.1%
Respiratory Technici
& Therapist - $5,0;
Travel Agent - 62,2%
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EMPLOYMENT OUTLOOK IN SELECTED CAREERS TQ

Projected
employ-
ment 1985

1985*

No. of
annual

Appendix E #2a
NT Handout

‘Percent Percent
annual
openings increase

women in
career field

Estimated
employ-
Career field ment 1972
Education and related fields:
College and university teachers 525,000
Secondary school teachers 1,023,000
Kindergarten and elementary teachers 1,274,000
~ Librarianc 120,000
"Health fields:
Physicians and osteopaths 330,000
Dentists 105,000
Veterinarians 26,000
Registered nurses 748,000
Dietitians 33,000
Pharmacists 131,000
Chiropractors 16,000
Optometrists 18,700
Dental hygienists 17,000
Dental assistants 115,000
Dental lab technicians 32,000
Medical lab workers 165,000
Medical assistants 200,000
Radiologic technologists 55,000
Licensed practical nurses 425,000
Nursing aides, orderlies, etc. 900,000
Social service careers:
Psychologists 57,000
School counselors 43,000
Recreation workers 55,000
Social workers 185,000
Home economists 120,000
Social science careers:
Economists 36,000
Historians 24,000
Sociologists . 15,000
Scientific and technical careers:
Life scientists 180,000
Statisticians 23,000
Chemists . 134,000
Engineering and science technicians 707,000
Drafting 327,000
Office careers:
(lerical
~“Stenographers and secretaries 3,074,000
Bookkeepers 1,584,000
Typists 1,021,000
Cashiers 938,000

*pdapted from 1975 Handbook on Women Workers, U.S.

Bulletin 297.
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£30,000
1,045,000
1,590,000

162,000

485,000
140,000
37,000
1,050,000
44,000
163,000
19,500
23,300
50,000
155,000
43,000
210,000
320,000
87,000
835,000
1,360,000

90,000
59,000
90,000
275,000
140,000

46,000
30,000
23,000

235,000
32,000
184,000
1,050,000
485,000

4,950,000
1,900,00

1,400,000
1,360,000

24,000
40,000
105,000
11,200

19,000
5,300
1,400

75,000
3,100
7,700
1,000

900
4,800

13,000
2,000
13,000
25,000

6,500
70,000
100,000

4,300
- 2,900
5,500
17,500
9,200

1,500
1,500
1,200

9,200
1,700
6,800
39,600
17,900

411,000
118,000
115,700

96,000
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27
49
86
83

12
3
5

98

92

14
9

96
98

70
97
84

40
46
61
19
35
12

43
12

97
88
97
87

Department of Labor, Women's Bureau.
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EMPLOYMENT OUTLOOK IN SELECTED CAREERS TO 1985 (cont.)

Estimated Projected No. of Percent Percent
employ- employ- annual annual  women in
Career field ment 1972 ment 1985 openings increase career field
Office careers (cont.):
Clerical (cont.)
Receptionists 436,000 650,000 55,000 12.6 97
Stock clerks 511,000 750,000 34,800 6.8 25
File clerks 272,000 318,000 22,800 8.4 86
Telephone operators 230,000 232,000 16,000 7.0 96
QCffice machine operators 195,000 230,000 13,700 7.0 74
Computer careers
Systems anaiysts 103,000 185,000 8,300 8.0 14
Programmers 186,000 290,000 13,000 7.0 22
Computer operators 480,000 531,000 27,000 5.6
Banking careers
Bank officers 219,000 308,000 13,600 6.2 18
Bank tellers 248,000 350,000 25,000 10.1 90
Bank clerks 473,000 665,000 43,200 9.1
Insurance careers
Underwriters 61,000 71,000 2,500 4.1
Claims adjusters 128,000 - 152,000 5,800 4.5
Insurance agents and brokers 385,000 450,000 16,000 16.9 13
Administrative and related careers
Accountants 714,000 935,000 41,900 5.9 22
Lawyers 303,000 380,000 16,500 5.9 6
Personnel workers 240,000
Public relations workers 87,000
Sales careers:
Real estate sales people and brokers 349,000 485,000 25,000 7.2 36
Securities sales workers 220,000 290,000 11,900 5.4 9
Wholesale trade sales workers 688,000 860,000 31,000 4.5 6
Manufacturers' sales workers 423,000 545,000 20,000 4.7 9
Retail sales workers 2,778,000 3,330,000 190,000 6.8 70
Service careers:
Food service
Bartenders 200,000 235,000 8,800 4.4 30
Cooks and chefs 866,000 1,000,000 52,000 6.0 60
Waiters and waitresses 1,124,000 1,300,000 86,000 7.7 88
Cleaning related careers
Building custodians 1,885,000 2,430,000 136,000 7.2 13
Hotel housekeepers 17,000 24,000 1,700 10.0
Protective services
Police officers 370,000 490,000 14,300 .3.8 3
Guards 250,000 320,000 19,300 7.7 5
Personal Service
. .Cosmetologists 500,000 670,000 51,000 10.2 92
Private household workers 1,437,000 1,000,000 51,000 3.5 98
-2- 37
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EMPLOYMENT OUTLOOK IN SELECTED CAREERS TO 1985 (cont.)

Estimated Projected No. of Percent Percent

employ- employ- annual annual women in
Career field ment 1972 ment 1985 openings increase career field
Transportation careers:
Air transportation
Flight attendants 39,000 76,000 8,000 20.5 95
Traffic agents and clerks 59,000 110,000 7,000 11.9
Other
Local transit bus drivers 68,000 71,500 1,600 2.4
Local truck drivers ° 1,600,000 1,800,000 46,000 8.8
laxi drivers 92,000 85,000 1,600 1.7 12
Construction services:
Carpenters 1,000,000 1,200,000 37,000 3.7 1
Electricians : 240,000 325,000 11,100 4.6 2
Painters and paperhangers 420,000 460,000 14,700 3.5 4
Plumbers and pipe fitters 400,000 500,000 16,300 4.1 1
Industrial production:
Machinists ; 320,000 400,000 13,100 4.1 3
Bookbinders 32,000 38,000 550 1.7 65
Composing room occupations 170,000 166,000 4,300 2.5 15
Assemblers 1,017,000 1,100,000 40,500 4.0 50
Welders 554,000 770,000 27,200 4.9 6

820201/jr220d-T
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EXPLORE:

- Womer

WORKING IN THE EIGHTIES

| | Wednesday, November 30,1983
! 8:40 a.m. - 2:30p.m.

BCC Cocoa Campus
| Vocational Auditorium

' sponsured by
l BREVARD COMMUNITY COLLEGE
CONTINUING LDUCATION FOR WOMLN (WENDD
CAREER CENTER o COCOA CAMPLS
aud the

AMERICAN ASSOCIATION O1 WOMLN
IN COMMUNITY AND JUNIOR (Ol LLOGLS

|
FRLL & OPENTO THE PLBLIC

Rrevard Commponity Colloge ican eytal opporienay eatad go st (et

| 840618/dg227a -
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November 30, 1983

PROGRAM

Registration, Vocational Auditorium
Vocational Bui ding — BCC Cocoa Campus

Weicome and Introductions
Ms. Meme Thomas, WENDI Program Coordinator

“Women's Education and High Technology"’
Speaker: Dr. Muriel K. Heimer, Provost Cocoa Campus

“*Technology 2000"
Speaker: Mr. Titus C. Hall, Vice President Vocational
Technical Program

Panel Presentation: '‘Equal Opportunity, Unequal Wages”

Speakers: Ms. Ellen J. Hone, Rep. Dept. of Labor, Orlando
Ms. Sandra G. Keen, Counselor/Placement Specialist,
Cocoa Campus

Student Representatives of Non-Traditional Programs:
Cathe Baldwin, Small Engines: Lynn Redwine, Engineering Tech:
Vickie Smith, Cabinet-Millwork; Ginny Stewart, Small Engines;
Lindy Willoughby, Welding; Lydia Woods, Drafting.

Coffee-break, A time to visit with speakers
Option A: A Tour of the Vocational/Industrial Shops
Tour Guide: Jim Morris, Instruction Resource Specialist
(meet in the Lounge Area)
Option B: In Vocational Auditoruim, *Career Decision-Making"

Speaker: Marilyn Vander Lugt, Counselor/Coordinator Career Center
Cocoa Campus
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10:50

11:50

12:00

A Panel of Women Discussing Their Carvers;
Moderi*~r: Meme Thomas

Ms, Vz:.. ‘s Sutton, Co-owner
Custom Executive Services

Ms. Sharon Hopper, Electricial Repair
Sears-Roebuck

Ms. Lindy Willoughby, Welder
ACC Student, former Ship-builder

Ms. Patricia Estes, Manager Employee Motivation & Public Relations
NicDonnell Douglas Corp.

Ms. Linda Hollenbeck, Sales Representative
TAS

Wrap-up and Evaluation

Lunch

Afternoon Activities — BCC/UCF Lifelong Learning Cantar (the ‘U’ Bidg.)

1:15

1. Educativi.a Opportunities Workshop: e
Representatives trrom Financial Aiu, Student Services, Career Center,
Learning Lab, WENDI, Special Servicas, NIP and Co-op. Room U-112

2 Career Changing:
How to transter skills from previous employment, homemaking and
volunteer ‘vork to a new career. Room U-112,

3.  Job Opportunities Workshop:
Representatives from Apprenticeship program- Dept. of Labor, FSES,
JTPA and the U.5. Army. Room U-103.
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STAFF MEMBERS
Dr. Muriel K. Heimer, Provost, Cocoa Campus N
Ms. Jeanne Nicholson, Dean of Student Services, Cocoa Campus
Ms. Meme Thomas, WENDI Class Coordinator/Special Services Dir.
M, Marilyn VanderLugt, Counssloi/Coordinator Career Center
. Ms. Sandra Keene, Counselor/Placement Specialist TRACE Grant

. ' Ms. Kathy Hogan Special Servicas/WENDI
: Ms. Marylee Biddle, Career Conter

Special Thanks To
Mr. John Mangus, Ms. Sally Larson, Ms. Vivianne Fallows, and Jim Morris

BREVARD COMMUNITY COLLEGE
Maxwell C, King, President

BOARD OF TRUSTEES
Roger W. Dobson, Chalrperson
Mrs. Irene H. Burnett, Vice Chairperson
Robert L. Nabors -
Philip F. Nohrr
Ralph M. Williams, Jr.

Brevard Community College is an equal
oppartunity fequal access institution.

WM

BREVARD COMMUNITY COLLEGE N e PotTAGR:
1619 Cleariake Road SAlD
Cooos, Florids 32922 Permit No. 81
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Something’'s cookin’ — but not in the kltchen

By JENNIE HESS
TOOAY Stol Writer

Linda Hallenbeck was
smack in the middle of a sales
pich touting mobile telephone
equipment when her customer
began to wonder just what was

Ro&ng on.

“He said, ‘You're the sec-
ond woman ['ve done business
with today. Where are all of you
comung from?' 1 laughed and
responded, ‘The kitchen,’ ** said
Halienbeck, M.

‘More than 300 women es-
caped the kitchen, school
r.asses, and assorted other hide
ats Wednesday to sit 1n on a
Brevard Communmity Coliege
seramar about career trends —
especitlly non-traditional jobs
— for women of the '80s.

To spark .interest in jobs
ranging from welding to man-
agement, panels of students and
career women told personal sto-
res like Hallenback’s.

Divorced in March and
‘aced with the prospect of s
porung herseil and her 4-year-
oid daughter, Hallenbeck went
m a seven-month job search
with one main goal: *I had
decxied | was not going to

campromise g_u.lﬂlltyle."

It meant finding a job that
would pay her §15,000 to £30,000
a year the mimue she left the
tamiigyrity of the home front.

She's 80w 2 sales represen-
wirve with Total Availability
Services ‘of Melbourne, travek
mg throughout the county to
push telephone equipment,
beepers and radio pagers.

“Five years ago, ! probabiy
would = have thoupht of iy-

840618/dg2274

‘Five years ago, |
probably would not
have thought of
myseif as being a
head of a household,
career woman,
mother and woman,
too. This is something
that we can all do.’

~— Linda Hallenbeck
. inda Ha
e E——
hold, career woman, mother
and woman, too,” she said,
i- “This is something that we can
Ml do, These aren't unattainable
1y m“‘
.+ Job opportunities are open-
ing up in a number of fields that
just a decade ago were off
limits to women and minorities,
said Ellen Hone, a Department
of Labor representative from
Orlando.

“

_23_
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must push to get mto appren-
ticeships and other trmning pro-
grams becausye their  caresr
possibilities “are not what we
“rould hike them to be ™

Lindy Willoughhy wouldn't
let the men push her out of the
shipyard,

An advanced welding stu.
dent at RC(, she became inter-

ested m the trade when an
Avondile, La., shipyard was
forced — for equal opportunity

reasons — to hire 400 womnen as
shipbullders.  Willoughby  was
the only one of the 4% who
lasted two months on the job,
and she decided she hked weld-
ing enough to make it her ca-
reer.

“1 know that [ don't want to
work hamburger joints,” she
said.

Nor did Patncia Estes rel-
ish the thought of being a wait-
ress — her first stab at the job
smorgashord almost 30 years
afo. .

"After six weeks, 1 knew
that wasn't for me,"” said Estes,
now manager of employee moti-
vation and public relations for
McDonnell  Douglus Corp. at
Kennedy Space Center.

Estes spent years working
her way up from secretarial and
adrinistrative  positions.  She
suld patience is one of the preal-
est virtues for a business wom-
antohave,

"When you work in a large
corporation, things don't happen
overnight,” listes said, adding
that most anyone who wants to
work for a technical corporation
will need education in eng-
neering or computer science.

While the percefttane nf the

DEST COFY MR ROLE

Valerie Sutton
teamed up with a
friend to open a small
business — Custom
Executive Services —
after spending more
than 25 years in
executive secretarial
positions.

L
tural and manufacturing fields
has decreased over the last
century, jobs available in ser.
vice and information fields have
skyrocketed, said Marilyn Van.
derLugt, BCC's career center
coordinator.

She, too, told the women to
bone up on inuth and science for
more lucrative carears,

best fit is for us,” Vanderl. ugt -
«:ald urging the group to consid- . .

“What can we get excited -
onmxgh about so that we are -
wiiling to do #? What do you =
care enough abou: to spend 7,
2,000 hours a year doing?” e

- .
. W

Cathy Baldwin, 20, cares -
about engines. 1t all began wheﬂ -
she paid $250 to have her motor.
cycle repaired and most of the™
bill was labor,

“I figured, 1If they could
it, I could do it, too,” said the
BCC student. So she's studying”
smali-engine repair and working™™
part-time in Sears’ lawn mower"‘
department — the only woman. <4
in the shop.

Lynn Redwine, 34, found, =
her forte in the area of engiTa
neering. The mother of one somees
she tended bar and worked as a-
sales clerk before deciding td'...
launch a career that would pro- *,
vide comfortable support. .

.

e

Valerie Sutton teamed up-w
with a- friend to open a small’s
business — Custom Execunve’, "
Services — after spending more "
than 25 years in executive seu'
retarial positions, -

Plunging into jobs trndmon
ally held by men leaves women
ope* for a few problems and 3 -
lot of curious stares, said sever-"
al of the women. ’

But the problems can be
worked out and the stares will
subside, said Sharon Hopper,
who repairs electrical . apph-
ances at a Sears store.

When she first began to
work in the shop, she said a
hush would come over the room
if she walked in while the men
were: telling a joke.

’

“Nia, (h(. tetl the

Jt 1 BEST COPY RULIALE

Jus’
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Page 4 - The Reporter - Thursday, November 24, 1983

Career Seminar set at BCC

by Linda Garnick-Grieve

On Wednesday, Nov. 30, Brevard
Community College will hold its an-
nual seminar ‘‘Explore; Women
Working in the Eighties®’,

The trend for women entering
careers in non-traditional jobs such as
construction, plumbing, welding, etc.
is on the rise and there is a need to
educate women regarding the laws that
make it possible for them (o obtain
these non-traditional jobs.

Scheduled to speak are: Meme
Thomas, WENDI program coor-
dinator; Dr, M. Kay Heimer, provost,
Cocoa campus and Titus C. Hall, vige
president of Vocatioral-Technical
programming.

Throughout the day there will be
panel presentations along with student
and career representatives in non-
traditional job fields. Representing
these will be a small business owner, a
public  relations  person, o sales
representative, & welder and an clec:

trician. '

“*We will have counselors and five
women in non-traditional carcer fields
speaking. They are established in their
fields and will prove to be an in-
spiration to women'' said Project
Coordinator Sandra Keene.

She added ‘‘when Brevard Com
munity College has women in non
{raditional job classes, employers
clammer for them to graduate...they
want to hire (them) immediately.”’

Included in the day-long seminar .:re
panel discussions, educational oppor-
tunities, career changing and job op
portunities workshops.

“We will teach women the laws
stressing the fact that they must be
realistic. You'se got to be good. Just
because you're a woman, doesn't mean
it's a shoein,"'" heene said.

Registration will be at 8:40 a.m at
BCC  Cocoa - Campus, Vocational
Auditeariung, Teos free amd open o vhe
public. Seatig s lnmted,

Et‘{ln’li‘ ,""’”"’“{,’ AR S

.i.'.;.f IR
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Women to.
explore career
opportunities

By JENNIE HESS
TODAY StaH Writer

Lindy Willoughby — a welder in the ship
building industry — has decided to strengthen her
career by taking additional training needed to
become a certified welder.

She’s one of a growing number of women at the
forefront of new cnreer trends for working women
in the '80s.

Willoughby and four other women will talk
about their non-traditional careers Wednesday
moming as part of a Brevard Community College
seminar called “Explore: Women Working in the
Eightieg,”

D1. M. Kay Heimer will kick off the career
conference at 8:40 a.m. in the Cocoa campus
Vocational Auditorium with a talk on “Women's
Education and High Technology.

Along with other speakers will be two panels of
women making presentations on BCC industrial or
technical training and on careers in small business
ownership, public relations, sales, welding and elec-
trical repair. :

Scheduled from 8:40 a.m. until 2:30 p.m. with a
break for lunch, the career eminar is free and open
to the public. Its sponsors are the BCC Continuing
Education for Women (WENDI) Career Center and
the American Association of Women in Community
and Junior Colleges. ‘

840618/dg227a




Appendix G
"Explore: Women Working in the 80's" Semlnar Nov. 30, 1983

A Few Statements from Evaluation Forms

"The panel helps one realize you can do it! I admire Valerie Sutton and the
others very much. I hope 1 will be able to be as strong as all of them when
the time comes."

Astronaut High School

.... that nothing is impossible to do for anybody you should reach your goals
with a positive mind. All of the program was valuable and intcresting because
it dealt with how important education is.
Cocoa High School
"Don't give up - just kecep trving and you will succeed.
Cocoa High School
".....that I need a lot of skills, that I didn't think I would need in order
to achieve my goals. DMost valuable segments where the gentleman was explaining
what we needed to get & pood scholarship."

Poinsett Middle School

"1 learned that it takes Math ard Science and it means a lot to learn these
things in college."

Poinsett Middle School, Age 13
“"There are more than 23,000 jobs that are good for money."
Poinsctt Middle School, Age 13

"I learned to have a good job vou should take Math and Science during your
high school years. This will help you to have a more advanced job."

Poinsett Middle School, Age 13

"1 learned that there is over 23,000 job opportunities in the United St.tes,
and that most of the jobs huas something to do with Science and Math."

Poinsett Middle School, Age 13

"I learned that it takes Mavl and Science most of all in high school in order
to attend college for an AS and AA degree."

Poinsett Middle School, Age 13
"That the future holds in store for us, manv opportunities.”

Merritt [sland Hiph School

"They (the panel of women) show that it is hard but you can duv it."

Cocona High School

\ 48
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NONTRADITIONAL OCCUPATIONS
Opinion Survey

Nontraditional Jobs for Women

are occupations that employ
a minority (less than 30%)
of women

Survey of 84 Women

Appendix H

The following exercise is adapted from materials developed for the U.S.
It is a checklist of

Department of Labor "Jobs for Progress" project.
activities related to exploring noniraditional careers.
help you determine your readiness to choose between a traditional or

nontraditional career. Place a checkmark in the column that most exactly

Its purpose is to

describes the time you have spent on each activity during the past six
months.

Thought about a career in a
nontraditional occupation

Thought abou® the advantages
of a nontraditional career

Thought about the disadvan-
tages of a nontraditional
career

Talked about nontraditional
jobs with relatives or friends

Read materials about non-
traditional jobs

Thought about the sex or
racial biases that may be
related to nontraditional Jjobs

Thought about how a nontradi-
tional career might affect

my lifestyle (e.g., friends,
family 1ife, free time)

Thought about nontraditional
careers 1 would enjoy the most

Thought about nontraditional
careers | would dislike the most

Thought about how well a non-
traditional career would
match my interests and abilities

092983 /dglCEWOO3T

Never

—24
L)

31

39

23

36

22

49

Once

10

Several

Times Often
38 12
37 14
34 14
32 9
28 6
38 15
32 7
37 9
30 10
34 12

e e e e e h e e A e The e mh e el e
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BREVARD COMMUNITY Clx LEGE
Cocoa Campus

5 -

DATE

Appendix I

T0: RE:

FROM: Sandra Keene
Counselor/Placement Specialist
TRACE Grant

I haven't heard from you for a while so I wanted to
check with you. I'd like to know 1f there {s anything
this office can do to further assist you.

! The Career Center offers some additional services as well
' a5 3 Career Change Seminar on March 14, 21 and 26.

It would be very helpful to me and the TRACE Grant to
know 1f you are now employed. Would you please fi1l out

Sandra G, Keene

TRACE Grant

Brevard Community College

1519 Clearlake Road

U Bldg., Room U112

Cocoa, Florida 32922
(An envelope is enclosed for your convenfence)
or phone my office as 632-1111, ext. 5521.

Thank you,

Sandra G. Keene

the bottom half of this sheet and return it to me at the following address:

T0: Sandra FROM

ROM:
PLEASE CHECK ONE OR MORE OF THE FOLLOWTNG:

1. I haven't called you because 1'm working now at

1'd Tike to make an appointment

My career plans are OK now

é'g 11ke you to send me {nformation about the Career Chang
ther

(S0 _XRY )

ing Seminar in March.

Signed

227a -27-
840618/dg22 51




Appendix J

CAREER CENTER

Brevard Community College
. Cocoa Campus
) Name Date
: | Tast First —HT. —
Address .
l Street City State i{ip
} ‘ Soc. Sec. # Telephone (days) Home: Business: Sex M_F__
J . PLEASE TELL US IN YOUR OWN WORDS The following information fs helpful in
WHAT WE CAN DO TO HELP YOU keeping statistics in the Dept.
' Your age
. Your Marftal Status:
Single
Married

If 50, ages of dependent chiVdren:

' " Head of Household

§ VOUR EWPLOYRENT STATUS
} Homemaker
“Displaced Homemaker"
‘ . Employed
Part time ___ Full time —_—
Unemployed
Student at BCC

Plan to enroll at BCC
' EDUCAT 10N '

High ScﬁEol_. _— Grade completed
' Name/Address
' College/Vocational Grade completed

Name/Address
List subjects liked best

List subjects liked 1east

‘ Other Training: 1.

2.
i 3.
EMPLOYMENT HISYORY (Most Recent First)
1. 2.
Present EmpToyer Name of Company
From To From To
l Duties Duties _

" The following information is optional:
MY FAVORITE JOB was/is WHAT 1 DID NOT LIKE ABOUT my job was/is
WHAT 1 LIKED MOST ABOUT my Job was/is:

830826/df116b -1-

-28-
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Appendix K

CAREER CENTER 4
i Brevard Community College - Cocoa Campus
SUMMARY OF SERVICES FOR CLIENTS: Hame:
! Referred by:

. Date of Intake
Follow-up dates

) NEED of client:
. Information: Occupational
! Training/Education
! Occupational
Vocational (currently enrolled)
\ . PreVocational P
: Other '

COUNSELING
Jccupational
Educational . . \
Personal Concerhs \

! ASSESSMENT: (“testing®) "
Tiven here listed on Intake
Given elsewhere

ASSISTANCE WITH Job-Hunting Techniques
l ! eSume
Interviewing
l Job Leads
i Referral
' "JOB Club®
: Other
REFERRALS
Adm.
Fin. Aides
College Counselor/Advisor

WED] Program \
FSES

JOB PLACEMENT
ate
Job title
Name of firm

' Address ____

4
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Job Club Curriculum

“~

\ Wy Personal Marketing Plan -

The following checkliat includes wowe activities that contribute to marketing
yourself, Check off thoae that have been done so far. Set goals to accomplish
those vhich are not complete.

‘ Date
. I. Know the product Accomplished
) : 1 know myself better now than 1 have ever known me
before. ! understand more about my feelings toward
work and my desire to work. I know more asbout my
. akills, talenta and strengths and feel a greater
asnae of self-confidence,

2. « Know _the market place
T knov more aboyt the world of work and some of
its opportunities than 1 did before. 1 know hov to
scceas the market place and evaluate it in relatio-
ship to my capabilities, needs and vants.

3. Advertiae well
1 have developed a rc;fgc and the ability to write

letters that will help/me in my job campaign.
I'm not afraid to use'my "ads".

4. Saturate the market

T know how and can and will contact ~8 wmany employers
, as possible. 1 seek them both for job opportunities
and advice from which I can and will expand my network.

5. Interview confidently
T know how to look when 1'm interviewing. 1 know how to
b ] dress, walk, sit,stand and talk, I know what questions
P 1'11 be asked and how to answer them., 1 know what
questions I should ask and how to listen to the answers.
1 xnow that a vital part of my presentation is in a
follow-up thank you note.

6., Gain a commitment
1 know how to describe myself to present my values to the
employer. | know how to ask for a job when the timing is
right and how to create the timing when it doesn't seem
easy. 1 know how to ask for a commitment and glve one
{n return. Lf I have any questions about giving my commit-~
ment. 1'm not afraid to ask for & few days to consider
the offer.

7. Follow-through
. T know how tu and am not afraid to write thank you letters

to anyone that helps me, even if in a very dmall way.
Most of all, if I make a commitment to work, 1 will keep
the job and deliver the best work skills and attitude
that 1 can.

| 840618/dg227a -30-
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fiqure 1

STAGES OF EMPLOYABILITY OEVELOFMENT*

LEVELS

e

Appendix L #2
Joh Club Curriculum

RESULTS

10.

High level job maintenance.

Satisfactory and satisfied in new position,

Acquisition of new position

-identify goal and meet requirements
~getting naw poeition

El

Obtains new position.
j .

Orientation to chance

N

Motivated to S3ek new position (re-entry.
ctransfer, oromotion, advancement),

Lilenance

-3

Satisfacticn

-satisfactory interpersonal rslationships

-skilled performance’
-gatisfaction with Job

Steacdy employment in prxmaxy'%lbo: aacket.

s
.

2exrformance

«follow iLascructions, ask Juestions,
kxeep busy

-work independently

~gatisfactory technical skills

Maintains employment beyond probationary
period (1~6 months).

Conformance

-attendance, punctualicy
-appearance, behavior, lanquage
-~attitude to supervisor, co.workers, etc.

Maintains employment beyond a few weeks.

isition
ok ¢

Job Getting

-locating opaning
-writing application, resume, etc.
-interviewing

Job placemsnt in primary labor narket.

Meating Enctry-lLevel Requirements for Career
Goal

~gkills

~knowledqge

~att: tude«

Applies for appropriate job.

14

Career Oacision Making

-gsql? sssessment

-kncwledge/preliminary indication of work
sonfcrmance exnactations

~Xowledge cf labor Market inforaation
-xnowledge of >ccupational information

-career Jecision making

Establish career qoal --
appllies for appropriate trairing

a..2at200
s dor't

—_—

York Role Orientation

-val je work
~seq tel? ap ‘woTKer
~exzect to sucseed in zhe World of Werk

Work Wwle identity ~--
notivated =0 seek Work in rimwary
.abor market

*New England Institute, 10/81, adapted from
Hierarchy of Work Adjustment, Detting, Cole

& Miller

90
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Who to Call and When

LEADS FORM

Phone Reminders and Information Received

Compan& Name

Address

Phone Ko

Date 1st called

Date 2nd called

Your name; personnel manager

Name & qualifications; interview

talk anyway; other jobs

use thetr name check back

Other information

Compeny Name

Address

Phone No.

Date st called

Date 2nd called

Your name; personnel manager

Name & qualificattons; interview

talk anyway; other jobs

use their name check back

Other informetion

Company Name

Address

rhone No.

Date 1st called

Date 2nd ralled

Your name; personnel manager

Name & qualifications; interview

talk anyway; other jobs

use their name check back

Other {nformation

~

€# 1 Xxipuaddy
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OUTLINE OF LETTER OF APPLICATION

. .
; June 1, 1973
i L]
. ~ Allow at Teast
. three or four
! spaces here.
+ Mr, George McCormick
Use complete "Director of Personnel
title and .. American Manufacturing Company
address. 124 South Third Street
. ~ Housten, Texas 77001
1f you know the Dear Mr. McCormick:
nee, use 1t
{ rather than g%o_‘%;m ragraph: State why you are writing, name
| “Dear Sir the position or type of work for which you are applying,
) mgr . and mantion how you heard of the opening or organfzation.
am
Middle ga:cgum;: Explain why you are interested
_ in working for this employer and specify your reasons for
' desiring this type of work. 1If you Mave had experfence,
X be sure to point out any work experience or other abil{ties
! related to the type of work for which you are applying.
Midd) Eugngﬂg: Refer the reader to the attached
z epplication bYank, resume (which gives a summary of {Wr
_ qualifications) or whatever media you are using to {1lus-
) trate your training, interests and experience.
Closin ragraph: Have an appropriate closing to
pave The way Tor the Interview by asking for an appointment,

( i by giving your phone number, or by offering some similar
' suggestion to facil{tate an {smediate and favorable reply,
or you might {ndicate that you will call shortly to
arrange an {nterview. .

Sincerely,
Always sign letters.
Top and bottom margins Frieda A, Summers
should be equal 1650 North VYerdugo Road

' Houston, Texas 77024
Enclosure
1f a resume or other

5 enclosure {s used,
note in letter,

BEST £7 Y AVAILABLE

I 840618/dg227a -33-
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CAREER EXPLORATION & DEVELOPMENT
Anita Moore

THE THANK-YOU LETTER

Paragraph 1

Thank the interviewer for taking the time from .is/her busy schedule to
discuss the position of with you.

Then indicate either 1) that you found the conversation very interesting
(or stimulating, or whatever) or 2) that you are impressed (pleased, ex-
cited, challenged, enthusiastic) with the possibilities of the position,
or his/her organization, or the duties of the job.

(TWO SENTENCES)

Paragraph 2

Remind the interviewer of key points you made during the interview--for
example: how your background/education are suited to the job; how your
experience meets the qualifications; how you have done or learned some-
thing which was asked about during the conversation. (NOTE: It is very
helpful to make notes for yourself as soon as you leave the interview- -
record key words, good answers you gave and the Tike. Then you'll have
them to refer to when you write the letter.)

(TWO OR THREE SENTENCES)

Pakagraph 3

Indicate that, given the background you describe in Paragraph 2, you are
confident of your ability to do the job and thati you were pleased to
have the opportunity to tell him/her about these skills/abilities/back-

ground/etc. Your last sentence should read approximat>ly: 'I am
looking forward to the possibility of working as a
(Title) with your ogranization {or: with
(Organization)

(TWO SENTENCES)

MAIL THIS LETTER NO LATER THAN THE DAY AFTER THE INTERVIEW - AND YCU'LL
DEFINITELY INCREASE YOUR CHANCE .- GETTING THE JOB!!

840618/dg227a Sl



Appendix L #6
Job Club Curriculum

INTERVIEWING TIPS

BEFORE -

1. Do some research on the company. Visit or read some literature - shows a real )
motivation,

| 2. Prepare some relevant questions relatéd to the job.

3. Do a self analysis so when asked "Tel] me about yourself"® you don't sit there

stunned or go rambling on about non-work related information.
t

4, Get a $ood night sleep. Eat a good breakfast. Leave with plenty of time to
spare in case of a traffic jam, getting lost, parking problems, etc.

S. Appropriate dress is very important. If possible visit the company earlier in
the week to check out what the other employees wear. Moderation s the best
clue. Don't wear anything that can be used against you.

6. Upon arriva) first thing to do {s go to the bathroom and check yoursel} out for
4 last minute touch up.

DURING -

1. Be pleasant and try to smile. Show real enthusiasm for who you are, past
experiences and your desfre for this job.

2, Direct eye contact is very tmportant during any interpersonal situation,

Don't “case” out the room during interview,

J. Let the interviewer guide the conversation. Try to avoid one-word answers -
but don't ramble on. (This {s where being prepared really helps.)

4. Try not to fidget or do anything distracting. Try to keep your hands loosely
in your lap and then ignore them.

S. Make sure you stress how your past and present skills fit the pesition you are
applying for.

6. Put a closure to the interview, If at the end of the 1ﬁterv1ew. you are still
interested in the position (remember in a way you are also interviewing the
interviewer), make sure you ask when wil) they be making their fina) decision.
It gives you a guide Yine to work with and shows.the interviewer that you are
sincerely {nterested.

AFTER -

1. You can send a “thank you" letter for the interview and very briefly reiterate
the reasons why you would be perfect for the job.

SELL YOURSELF!

Be positive § confident. Remember - if you could not do the job, you weuld not be

there. You are 0K, :
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Appendix L #7

Job Club Curriculum

Below are some possible questions often asked by the Job Imterviewer.

TWENTY QUESTIONS

Tell me about yourself,

Please describe the background you have which would qualify you for this

Jjob.
Why do you want this job?

Have you done jobs similar to this one bufore?

What training (education) have you had which prepared you for this job?

Could you tell me about your job-related skills?

What are your career goals?

what do you plan to be doing in five years?

what are your strong points?

what are your weak points?

Why do you want to work for this organizaticn (company)?
what is important to you in a job? Why?

How do you work under pressure?

Why do you feel you will be successful ir this position?
what can yeu contribute to this organization?

For what reasons did you leave your previous positions?
what do you like to do best on 3 job?

when can you start work?

what. would you 11ke to knaw about this job?

0o you have any other questions?

JC/TRACE '84
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Appendix M #1

REPLY TO

September 16, 1983

Dear Graduate:

As a graduate f BCC, you may be surprised to hear from us. However, the
Career Center 1s interested in you and your success in your chosen career

Now that you have graduated, you are ready to make one of life's major transi-
tions: going from college to career. This step is often very complicated and
has more difficulties than you may have expected. If you are needing assis-
tance in finding suitable employment or considering changing your career, this
letter is especially for you.

The staff in the Career Center can help. New programs are being offered under
the TRACE Grant. One service is our JOB CLUB. The Job Clud begins meeting
Tuesday, September 27, from 1:00 to 3:00 p.m. in the Career Center,

Programs offered will be:

How to highlight your skills and write resume and application.
How to increase your job leads (possibilities).

How to survive an interview and other difficulties,

How to get more confidence.

There will be time for discussion and sharing experiences with others. 1f
these are things you'd like to hear more about, this is your invitation:

JOB CLUB meets Tuesday, Septembér 27, from 1:00 to 3:00 p.m. each Tuesday
during the semester.

where: Lifelong Learning Center (NE corner of Cocoa Campus).

Looking forward to meeting you,
s /
Sandra Keene

Counselor/Placement Specialist
TRACE Grant

SK/df
it e Adiraonstiatinn © Covon Campus 0 1519 Cleartar Road o Cocoa, Flonde 3727 o 1051 G211
T.titwdie Canpuy € HLE North washungion Avenve - Titusviie Flords 32780 1 (30%) 269 5664
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Reservation: Call Sandra Keene to reserve your spot at 632-1111, Extension 5521,

Job Club OUtreach and Follow-Up

bLNm cmc c\; psn’“ f\p

fdavd S Lol

Lk




Appendix M #2
Job Club Outreach and Follow-Up

BREVARD COMMUNITY COLLEGE

Cocoa Campus .
MEMORANDUM
T0: Applicant
FROM: Sandra Keene

Counselor/Placement Specialist
TRACE Grant

1 haven't heard from you for a while so I wanted to
check with you. I'd 1ike to know if there is anything
this office can do to further assist you.

The brochure we are sending you explains the Job
Seekers Club. This has been very helpful to those
who attend. During the month of March 75X of those
who attended were employed by the end of the month.
If you are still looking for a job, coming to this
meeting every week for gust 2 hours would be helpful.
If you have a friend who would benefit from the Job
Seekers Club, you could bring her with you.

It would be very helpful to me and the TRACE Grant
to know if you are now employed. Would you please fill
out the bottom half of this sheet and return it to me at the following address:

Sandra G. Keene

TRACE Grant

Brevard Community College
1519 Clearlake Road

U Bldg., Room U-112
Cocoa, FL 32922

or phone my office at 632-1111, Ext. §521. Thank you.

------------------------------------------------------------------------------

T0: Sandra FROM:
PLEASE CHECK ONE OR MORE OF THE FOLLOWING:
1. I haven't called you because I'm working now at

2, I'd 1ike to make an appointment
3. My career plans are 0K now
4. 1 wish to attend the Job Seekers Club
5. Other
SIGNED
840427/ jr225h
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Appendix M #3
Job Club Cutreach and Follow-Up

D

/< BREVARD COMMUNITY COLLLG!

)X C

N ’
S nerty To Cocoa Campus
Career Center

JOB SEEKERS
News for MARCH

Job Seekers will be meeting the same time and place on the Cocoa Campus.

This is to let you know some of the things planned for our meetings in March.
MARCH 6. "Communications Skills" will be discussed by John Bencich. John is
the host for "BCC on the Air" program. Mary and Shelia interviewed on that
Radio Program. Mr. Bencich fs very interested in knowing more about the Dis-
placed Homemakers program and was pleased we asked him to be part of our
meeting.

Later in the month Marilyn VanderLugt will talk about "Transferable Skills:
How Life's Experiences Translate into Job Qualifications."

David Alexander will answer specific questions about "where" and "how" to find
your answers jn the Career Center.

A speaker will come from private business to tell us "What Employers Are Looking
for in Applicants” and "Who's Hiring Who."

In addition to these special presentations, there will be time to share the
"roadblocks" and successes of the past week.

We hear success stories every day and will share those wth you.
We want to know how Job Seekers meetings can help = 1.
Remember: Your Success Is our Success.

We want to see you at Job Seekers.

P.S. If you need a ride, call one of us and we'1l help.

Sandra Keene Ext. 5521
Mary Gregory Ext. 5512
Sheila China Ext. 4311
[ 1 v by ( N | V
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BREVARD COMMUNITY COLLEGE

REPLY TO:
TRACE Grant
Sandra Keene

Dear. I .

TRACE is a Vocational-Education Grant administered through BCC. “One of
its goals is to offer employers access to trained and qualified men and
women to meet their needs.

We act as liaison for workers and employers in meeting Equal Employment
Opportunity standards. 1 am enclosing a brochure for additional
information.

In our phone conversation____ .1 spoke with you about s e
. Her resume is enclosed as you requested. Ms.__ —————
excellent emplo:ment history makes her well qualified for

Ms. __1is a valuable staff member as her resume fndicates.
1 hope you will be able to find a place for her. ~

I Yook forward to hearing from you in regard to_

Sincerely,

Sandra G. Keene
Counselor/Placement Specialist

TRACE Grant
SGK/1k
Encl.
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Appendix M #5 !
Job Club Outreach and Follow-Up

RESUME WRITING AND INTERVIEWING SKILLS

A Two Part Workshop Especially for Women in Non-Traditional Cureers

THE CAREER CENTER INVITES YOU

to a two part workshop on successive Thursdays: March 29 and Apri) 5 at
12 noon ~ 1:30 in the UCF Building room U-112. Hot and cold drinks will
be provided. Bring your lunch. Anita Moore and Sandra G. Keene, Carecr
Counselors will present the program.

This worishop is being offered to women who are graduating from a
Vocational or Technical program at BCC and will be looking for a job in
their field. Most jobs searches last at least six weeks and often more,
so if you don't have the job you want, it is not too early to begin. We .
want to help you.

March 29, the first workshop will give details on how to write an
effective resume that will highlight your abilities, skills and training.
You will learn about the "buzz words" to use to communicate with employers.
You will be able to share with other women feelings about the work place
and learn about hiring practices and equality in hiring practices.

April 5, the second workshop will be desipned so that you can learn
how to get the interview that will lead to employment. You will learn the
20 questions most often .sked at aun interview.

We are interested in your future. You have worked hard to reccive
your degree. We want to help you make that achicvement carry its true
value as you seek employment. N

In order to have a profile of the rsomen in Non-Traditional Carecers
Tralning will you please take a minute to answer o few questions about
yourself and return the form in the post paid cnclosed envelope.

Name: Age:

My Degree from BCC will be My Program is
Maratal Status:
Single Head of Household: Yes _ No . . .

Ages ot Child/Children:

1 want to be working by: . ,

(date)
Want a better job: Yes No
I am employed now at: .
Please save a place for me on March 29 and April 5 1 cannut attend .

840618/dg227a -41- | [ e s e

67 ,.

i
2%

PAFuiToxt Provided by ERIC




Topic

Resume Writing

What Emplcyers Want

Interview Skills

Job Seeking Sk’ lls/
Networking

Interviews

Attitudes and
Behavior

Local Training and
Job Opportunities

Career Center
Resources
Communication Skills
Transferable Skills

The Interview

Office Automation

Sex Discrimination
and the Law

Tour of Computer Lab

840618/dg227a

Appendix N
Job . ub Speakers

JOB CLUB GUEST SPEAKERS
Speaker

Carolyn Fitzgerald - Journalist Counselor,
Cocoa

Alan Thornquest - Career Information Counselor,
Cocoa Campus

LeRoy Darby - BCC Placement Specialist, Cocoa
Campus

Marilyn VanderLugt - BCC Counselor, Cocoa Campus

Sheila K. China - Job Placement Specialist,
Displaced Homemaker Program, Cocoa Campus

Pennie Wade - Office Manager, Norrell Services
Sara Howze - F.I.T. - Ph.D. Program Intern

Doug Morrison - JTPA - Job Service of F1prida

David Alexander - Career Development
Specialist, BCC Staff

John Bencich - BCC Staff - Associate Professor,
Liberal Arts Division

Marilyn VanderLugt - Career Center Coordinator,

BCC, Cocoa Campus

Peggy Beard - Manager, Personnel Records, BCC,
Cocoa Campus

Ann Thomas, Ph.D. - Associate Professor -
Business Division - BCC, Cocoa Campus

Alma Stace - Assistant Professor/Word Process-
ing Instructor - BCC, Cocoa Campus

Edna Stewart - Computer Lab Technician - BCC,
Cocoa Campus-

Crystal Edmonston - Federal Court Case; awarded

decision in Edmonston vs. Banquet Foods

Edna Stewart - Computer Lab Technician/
Instructor - BCC, Cocoa Campus
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